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THE DEPARTMENT PERSONNEL 


AN APPRECIATION 


I have nothing but admiration for the spirit of 
cooperation and service Wie which the pereoinetnee 
this great Department have accepted restrictions made 
necessary by the economic depr ession. ‘hat spirit 


evidences your willingness to share the burdens of 


‘your ‘féllowmen, and to put into the service of the 


Government something more than is compensated in the 


pay envelopes. I want to express my high apyreciation 


os this service, and to assure you of my full support 


in your efforts to serve your fellowmen, your genera- 
vion, and your country. 
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The Administrative Regulations Fromote 
3 Business Efficiency | 


By: “Hi Ei Allanson, 
Assistant Chief, Bureau of Plant Industry. 


Many of our administrative troubles would evaporate if we recog- 
nized that everyone of us ere merely members of a large firm and in 

BP nsidcring our problems, clways face them with this in mind. A smooth 

Be rorkine organization with good morale rests upon each of us having faith 

_ in our fellow workers. If those of us in the field have faith that those 

~ concerned with handling the Washington end of their vroblems are doing 

_ their best, and probably face problems and situations th-t must be con- 
vi Sidered but cannot always be brondeast, they would be more sympathetic 

and less irked by occasionnl actions chet seem to them mistrkes. If those 

vot us in Washington have faith in our field men and recognize that they 

_ face many conditions with which we mey not be familinr, and which are not 

apparent on the records as they come through, we will inevitably be more 

Sympathetic. If all of us will recognize that we are members of a large 

firm, believe each one of us in his place is doing his best, it will 

- ereate an atmosphere thrt will make ench one happier in his work and im- 

“prove the output of the organization. 

ia We are all one great, big firm, big in numbers, big in volume 

_ of work and undertakings, and big in the area covered. Right there 
many of our difficulties lie. The enormous volume of work pouring 

in stendy streams from every section of the country into one hoad- 

- quarters, makes organization imperative. It is like the down-town 

7 traffic of a large city; streams of people afoot, in automobiles, cabs, 

street ears, trucks ~- a multitude of humanity in cll kinds of vchicles, 

Beit traffic is well organized, the crowds move systematically with little 

loss of timo; if not, chaos results, with 2 traffic jam, the proportion 

Brot Which depends upon the amount of disorgnnizatizon. Yot thero is traffic 

direction of all sorts, - signs, lights, ropes, railings, policemen. 





oe The fiscal and administrative regulations of the Depnrtment are the 
Me vraffic guides that dircct the volume of business necessary in the activ- 
“ities of the Department of Agriculture. Just as surely as a pedestian, 
straying off of the prescribed path, is caught in the vehicular traffic 
with disastrous rosults to himsclf and causes a tic-up of traffic affect- 
ing All, just so surcly does failure to observe departmental rules and 
ogulations result in difficulties for the individual and a gencral dis- 
turbance and slowing up in the forward movement of ~1l business traffic. 


‘a Point of vicw has a tremendous effect on this matter of rulcs and 
regulations. If wo make up our minds that a thing is bad, of course it's 
: There is little sympathy for the man, who, as a amber of the organ- 


ization,. spends perfectly good energy in lambasting’"Red Tape". We are 
trustees of public funds, and it is to be expected that certain safeguards 
will be required that an individual handling his own 


“Red. rapo™ Is funds would not exercise. Tho man who complains about 
Nothing More "Red Tape" would be the first to criticize a lack of 
Than A checks and pelances, of reasonable supervision over the 
Safeguard - public's funds. We mast remember that the expenditures 


of all Government funds are audited by one agency, the 
General Accounting Office. Manifestly, one set of rules only would be 
practicable. If one agency were granted a special set of regulations, 4. 
precedent would be established, and the net result would probably be a 
different set for each of the many agencies expending funds. This would 
be impracticable and undesirable. Each department makes such additional 
regulations, not inconsistent with those of the General Accounting Office, 
as may be desirable in the administration of its work. 


No apology should be made for the rules and regulations of the 
Department of Agriculture. It is my experience that more delay. is caused 
by failure to give complete information when transmitting an account or a 
recommendation than for any other single cause. We find it important with 
respect to all matters of Department business to have each transaction 
solf-explanatory as it goes through. A transaction which may appear to be 
erroneous, irrcgular, or illegal often may be satisfactorily explained later, 
but the explanation always lags behind the criticism, nevor receives the 
same distribution, and never corrects the harm that has been done. If a 
person uses good common sense in his business denlings, and then passes 
on to us full informetion as to the factors involved, he will find the 
bugaboo of regulations rapidly disappearing.. :Also, if he will then mix 
with that common sense just a little study of the regulations, his troubles 
on that score will rapidly become history. 


In an organization like the Department of Agriculture, it is impera-= 
tive that the work be conducted in an orderly fashion, complying with 
such laws as may be passed by Congress and with such regulations as may 

be issued by properly constituted officials. These laws 


Regulations and regulations are condensed and put in handy form for 
Aid Orderly the use and guidance of employees as the Administrative 
Flow of ond Fiscal Reguintions. They are sign-posts directing the 
Business way in order that all laws may be faithfully complied with, 


uniformity in procedure established, and efficiency and 
expedition in handling the volume of work promoted. They are made to help, 
not hinder. They are all. made by some egency or individunl who is a 
member of our firm, equally interested with us in so conducting our work as 
to insure its integrity and efficiency. Perhaps, in some cases, we do not 
understand why they are madé, what good purpose they serve. We must remem — 
ber again that the Government is a big business, expending in the fiscal 
year 1930 a total of $4,700,000,000, of which the Department of Agri- 
culture expended $177,961,928, and that some rule we may not need 
and that may not be helpful to us is serving a real purpose in some other 
branch of the organization. If a particular rule is not clear, ask for 
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“information and you will probably find an adequate . Sealant ion: Lies 
Bieegitation appears to hinder instead of help, enll it to the attention of 
_ your administrative officers and thoy will sec what can be done, about it. 
«But let us carry out faithfully the instructions siven us by those respon- 
“sible to the people, and who will be held to an accounting. 


-----PBA----- 
Furchases at Field Station 


By: F. H. Spencer, 
Business Manager, Bureau of Entomology. 


Whenever an article is bought for o Washington office of the 

_ Department, the purchase goes through certain well-defined channels, 
culminating in the drawing of a purchase order by tho proper officer of 
- the Bureau concerned. The same procedure is followed at many field sta- 
"tions, but in some cases ficld buying is a hit-or-miss affair, and in 
extreme. instaneos almost any member of a station's staff has been per- 
mitted to make purchases, without a formal order or written record of any 
_ ‘kind. . | 
a An cffective, but not cumbersome, nurchaso authorization and record 
system ean woll be kept at any fiold station. Under this plan, all re- 
 quisitions for purchases mide direct by the station (not through Wash- 
ington) are prepared on a simple form in duplicate and signed by tho 
s tation head or, in his absence, by his duly authorized representative. 
mane original, of course, goos to the vendor; and if his vouchers are sub- 
mitted monthly, can be used as a supporting itemizod schcdule. The copy 
is held in the station file, réceipted upon delivery of the goods, used 
at & check against the voucher ‘submitted and finally filed with a dupli- 
cate Pyoucher or notation of the vouch.r by which itis covercd. This 
constitutes a field station record of the authority for every purchase, 
the receipt of the goods, and the passing of the covering voucher - a 
record which in many casos may prove invalanble for future reference. 


-----PBA----- 
“Rvery momont may be put to some use, and that with Teh more 


casure, than if wasted, The value of moments when summed up is trem~ 
dous when well employed; but, if throw away, their loss is irre- 


~----- Lord Chesterfield. 





Inquiries received in 
the Office of Personnel 
and Business Administra- 
tion. indicate TAUPE 
wide speculation among ‘omplayee as 
to the significance of the ee 
ment in per. 105 (e) of the Stan- 
dardized Travol Rezulations, edit- 
ion of July 1, 1931, that expense ac- 
counts covering use of versonilly- 
owned autonobiles shell show, mong 
other items, "metor rendings repre- 
senting the distances traveled”. 

The former corresponding paragraph 
required merely 2 statement of "“dis- 
tance", The guestion is whether 
there must now be shown the beginning 
and ending readings of the continuous 
meter as distinguished from trip reg- 
istration. :..The point seems not to 
have been ruled upon in any published 
deeision of the Comptroller. Genercl. 
as to the action of the Audit Divi- 

Sion, three of the preaudit: bureaus 
report thnt net distances are the 
mule in their accounts and that these 
‘have not been questioned. In . fourth 
there were some exceptions, with re- 
quirement.of the beginning and ending 

endings, while an Audit Division of- 
ficirl in conversation with -. bureau 
representative: stated that-.this infor- 
mation would be regulerly called for. 
The Burenu revised its form and intro- 
duced colums for the two rendings. 
Subsequently, however, ocensional net 
figures heave been pissed without ob- 
jection. For the time being, there- 
fore, the matter must be assigned to 
the category of open questions. 

---PBi--- 

4. correspondent 

aises the question 
whether group insurance 
Similar to that now in 
effect for Government cars, officially 
operated, may not be arranged to cover 
official or private use: of personally 
owned automobiles. The representative 
of a prominent local insurance agency 
States thet for three years his concern 


AUTOMOBILE 
METER 
R#ADINGS 


GROUP IN- 
SUR..NCE , FOR 
PRIVATE CARS”: 


cs 


jh 


responsible 
| company willing to write a policy 


has tried to find a 


of this character... The difficuley 
is the existence in many stctes of 
laws prohibiting reduccd premiums 
under any circumstances, For some 
technicnl rerson these laws do not 
affect Federelly owned cquipment. 
---PBA--- 

Tt wea fundamentad 
requirement of Feder- 


lBIDS FOR A 
| PARTICULAR 


‘MAKE OF ART- al purchasing that 
BTC, w"On advertisenecnts for 
EQUAL". proposnls must be so 
ae “- drawn as to sallow fame 
iand free competition and acceptance 


‘of the lowest responsible bid which 
moots the ndvertised spccifications, 
'Tho division of Purchase, Snles and 
jTrsffiece has noted growing tendency 
fon the part of bureau officers;eum 
their drafting of specifications for 
use in obt2ining quotations on pur- 
chnse requirements, to particularize 
| some. make of es with the addi- 
tion of the words “or equal”. This 
is an improper procedure. The ™ 
Comptroller Goneral recently com- 
Imented adversely on the employment 

of this. typo of specification, stat- 
ing, in effect, that its use wasyjuee 
tified only in those exceptional 
enses where the need wis "not other— 
wise possible of clear expression in 
déscription".” In his decision At wae 
furthor stated thet oven in such cases. 
the specification should indicate that 
the particuler make was cited merely 
as illustrative of the article re- 
quired, snd that bidding was not lim- 
jited to such make. The use of the 
"or equal" form of specification in 
advertising for commonplace articles 
was specifically prohibited. 


nN 
a. 














---A. McC. Ashley, 

Chief, Division of 

Purchase, Sales me 
TERED. 
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The Work of the Personnel 
Classification Board 


By I. Baruch, 
Assistant Director of Classification 
























The Personnel Classification Board was created by an Act of Con- 

press, approved March 4, 1923, known as.the Classification Act. of 1923. 

It is an ex-officio eos consisting of the Director of. the Bureau of 

the Budget, Colonel J. C. Roop, who is Chairman; the Chief of the United 

¥s Bates Bureau of Efficiency, Mr, Herbert D. Brown; and the President of 

the Civil Service Commission, Governor Thomas E. Campbell. Its activities, 
Which are-conducted by a staff of about sixty employees, are administered 


by a Director of Classification, Mr. William H. McReynolds, PERO nee by 
: he Board. 


‘ The Classific ation Act of 1923 and its prenanen td direct the Board 

| to peppraise the duties and responsibilities of positions in the. deparltment— 
al service So as to assure that all positions, whether in 
neral the same or in different departments, which have similar 
ject of and equal duties and responsibilities shall fall within one 
Classifica~ and the same pay. range or "grade". The Board was thus 

m2on Act established as a central coordinating agency to serve all. 

Fr departments alike. 


_ This objective requires the classification of each position aecord- 
ing to its duties and responsibilities in comparison with some established 
standards. Such standards were set up by Congress.in the Classification "i 
Act, This Act contains the framework of a classification. plan for positions, 
the details of which have been and are being developed by the Board. EAEG 
all, Congress established five major categories of kinds of work. 

hese categories are called classification "services". They are the pro- 
essional and scientific service; the subprofessional service; the clerical, 
inistrative and fiscal service; the custodial service; and the clanieelen 
hanical service. These services may be regarded in the classification... 
ome as the first break-down of positions. 


After establishing services, the classification statutes then. proceed. 
Been vide each of these services into levels or zones of difficulty and 


ve _ responsibility called "grades". To each grade. within each © 
ices, service (with a few exceptions) there is attached by law a, 
and definite uniform salary range. This range consists of a 


minimum rate which, by law, is the standard entrance rate, 
a series of intermediate rates the application of which is 
‘olled by the department head to provide an incentive for increased 
ilness” while an employee continues to occupy the same position, anda. 
m rate which by law is established as the most that the Government 

iy for a position in a given grade. 


‘Each grade is. described in the statute somewhat generally in terms 
of the factors to be taken into consideration by the Board in classifying 
posttions, namely the relative importance, difficulty, and responsibility 
of the work and the extent and character of the qualifications needed to 
perform it. This is as ‘far as Congress went in actually laying down the 
arrangement or classification of positions. The remainder of the work 
necessary to complete the classification plan and to place each position 
in its proper: grade was made an executive function to be carried out by 
the Personnel Classification Board in accordance with certain principles 
and procedures stipulated in the statute. ‘The Board, accordingly, was 
authorized to establish finer subdivisions of the service and grade arrange- 
ment. These subdivisions are called "Classes" of positions. A class of 
positions in a practical sense is a group of positions whose duties and 
tesponsibilities and qualification requirements are so similar that for 
the purposes of allocating positions the group can be considered as a hom- 
ogeneous unit or class instead of a heterogeneous mass of positions. 
Classes of positions are the final break-down in the classification , 
arrangement. 


By clase i eine each individual position in one of the classes 
established © the Board, the class already having been placed in the 
appropriate grade of the proper service, each position becomes associated 
with its eer classification service and grade and takes automati- 
cally the salary range of that grade. 


Since 1924, when the work of initially allocating individual 
positions in the classification plan was completed, and exclusive of 
the survey of the field services during 1928-30, the 








Characteristics Board's program has been one of administration. The 
of Positions characteristics of positions are in a fluid state, 
are Constantly rather than in a fixed mold. Changes in existing 
Changing positions are made. . New and different positions are 


ercated. Errors in allocation are discovered. 
Failures of departments to report material changes in duties and resvon- 
sibilities are disclosed. All such matters require investigation and 
decision by the Board, which must review and may revise the department's 
recommendations as to allocations. The actual: procedure may involve the 
submission by the department of a classification sheet showing the new or 
changed duties of the position in question. On the other hand, if the 
position itself has not changed, the department or the employee through 
departmental channels may forward a request for a review of the existing 
allocation of the position. This is commonly known as the "appeal" ~~ 
procedure. Further, the Board may, on its own motion, ‘initiate an 
investigation of an individunl position, a survey of a group of pos-— 
itions, or a Bang: bette SR AE audit of an entire offices or bureau. 


Experienca in Classi ftcariee administra aoe has shown the neces- 
sity for a thorough search of the fa rcts as the basis for a decision 
as to the proper allocation of a position. The Board, in passing upon 
the department's recommendation and in arriving at its own decision, 
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aity, conplextty, importance, Rca SucA aaNet and IE: oHuseoren 
of the werk of the position. For example, the Board 
inquires into the mmnner in which the work in question 
‘cones to the employee; what has been done with the 
problem before it renches hin; whet his immediate and 
specific tusks are; by whnt methods or processes he 
re: performs them; on whet matters he has to exercise. judg- 
ee 82935 what qualificetions are required in order to enrry 
work; what review his work receives; what the ea boas the 
dject “on and the relrtive finality of his recormendations or deci- 
ms are; snd to what extent the position involves the responsibility of 
Ae or anes ection Naat or without gee Meee bale sui ee 


upervision oecis sod by “the ine ees of the pos Lae over any sub- 
nates. 
The actual: processes used in collecting facts inclute investigations, 
rings, and surveys or “position-udits"., In the conduct of an inves- 
igation @ representative of the Boerd interviews the employee at his 
eee of work and any witnesses who know ‘about the employce's work, such 
his supervisor or division chief. JIn cases of appeal « representative 
the Board holds a hearing et the Bonrd's office, in which the employee 
se ense is before the Board and the classification officer of the depart— 
are expected to prrticipate, as well as any other witnesses who have 
4% hend knowledge of the employee's duties ena responsibilities, It 
also the employee's ond the department's privilege to subnit any ex- 
bits or supplenenteal strtenents which may .ppear to them to be necessary 
meneipful in bringing to light .11 the pertinent facts surrounding the 
osition in question. The procecdings at a hearing are informal but a 
batin stenogreaphic ‘report of the testimony is made and 2 transcript 
pepared, which becones a pert of the permanent records of the Board and 
ch accompanies the ense through the chennels leading to the Board's 
ea decision. . 


The acquisition of the pertinent facts is not so siirple and direct 

ib might at first eppear. Some of the fectors which frequently prove 

6 controlling elements in evaluating a position are intangible ones 
which would not be disclosed merely by direct observa- 
Bet tion of the work of the employes 2t his own desk. Fre- 
eit Facts < quently it is only by 2 thorough survey net only of the 

t Any Eesy position itself but -lso of the bonds which tie it to the 
e Other pos sitions in the same organization that its true 
nature becores anprrent. Ocensionally, factors emphasized ‘ 
e employee or his administrative superiors ars not factors which the 
Gan, under the law, taku into consideration in allocating positions. 


\fter one of the Board's investigators hus made the appropriate 
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inquiry he prepares a formal report with his recommendation. This report 
is based upon not only a consideration of the’ immediate information he has 
securéd regarding the position, but also upon his experience in classify- 
ing similar positions, upon specifications of classes, upon his knowledge 
of the Board's allocation policies in given types of cases, upon 4 come 
parison with typical positions in the same field of work in higher or 
lower grades or in the sme grade which furnish specific examples for — 
guidanc>, and upon an anclysis of the euties and responsibilities of these 
comparative examples in the light of a similar analysis of the duties and 
responsibilities of the position being reported on. If 


All Reports it is a case which includes a hearing, the examiner also 
are Reviewed prepares 1 similar report and recommendation. These formal 
by Ranking reports then receive the review of the ranking examiners 
Uliicials on the Board's staff, known es reviewing examiners, who 


go over the file carefully and make their appropriate 
comments and recormendations. The matter is then given the personel con- 
sideration of the Assistant Director and uitimately thé personal considera= 
tion of the Director, who takes final action. This is the establisned 
procedure for all investignted or heard cases. 


In the course of these reviews, which are a characteristic of the 
regular procedure of the Board, it frequently occurs that one of the 
reviewing exnminers or the Assistant Director or the Director will desire 
a thorough office analysis and evaluation of the factors affecting the 
allocation of the position beyond thet which has already been given by 
the initial exeminer or investigator. The Board's staff includes en- 
ployees who by virtue of past experience and sound judgment are especially 
weil qualified to conduct and report upon this type of annlysis and 
evaluation, and it is to these thet many difficult and troublesome issues 
are presented for specinrl study and recommendation. 


The current activities of the Board include clso as a reguler 
feature the making of surveys or "position-audits". A position-audit 
is an investigation and analysis of the duties and 








Board Analyzes responsibilities of 211 positions in 2 given bureau 
All Positions or offices, in the light of their relationships one to 
in a Given another and of the organizational structure and activ- 





Bureau or Office ities of the office. It is designed to disclose any 
need for the renllocation of positions in accordance 

. with their existing duties and responsibilities, and 
to provide the factual brsis for proper rection in thet respect. it ta 
planned that this phrse of the Board's work will continues to be eriphasized 
as a method of discovering and correcting errors and inconsistencies and 
chenges in duties which heave not previously been erlled to the Board's 
attention, because classification adjustments can more intelligently and 
soundly be made when © position ean be oppraisec not as an isolated entity 
but in the light of a thorough and comprehensive comparison with others in-= 
volving the same work and with others in the sane organization closely 
associated with it. 





The Classification Act applies cairectly to only certain positions in 
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“department el service. Positions in the field service were made sub- 

“to the gener rl pay ranges sst up in the stitute by 1 provision commonly 
pearing im the nmanuinl Ree eae acts thet states "The heads of the 
evernl executive departments and independent establishments are authorized 
adjust the onal ht on 9f certain civilian positions in the ficld rser- 
faee. . . . to correspond so far 1s mry be practicable to the rates 
@stablished . ... . for positions in the devartmentnil services in the District 
mecolumbin." . 


me these “djustmonts sre administored by departmentnl. officinls and are 
feo ject t> the rovic- of the Personnel Clinssification Borrd. In 1928, 
| however, pursuant t> the direction 2f sn smendment to the 
Glassifieati sn Act, knovn as the Welch Act, the Board mide a 
survey of certrin Heel enred prsitions in the field sorvice 
System to and in 1929, 1930 and 1931 submittcd reports to Congress dis- 
he Field cussing the vroblem 2f extending t» the field service the 
central and uniform control of classification which néw oxists 
2 the departmentr1 service. I+ mls> recommended ecompcensaticn schedules 
and outlined the principles and procedure th.t ~~uld be necessary in a 
celassificaticn systom thnt cee embrace positions in the field service as 
well as the departmental ‘service 


pet lees 
THE ORGANIZATION OF PROFESSIONAL EMPLOYEES OF THE 
UNITED STATES DEPARTMENT OF AGRICULTURE 


The orgninization of Professionel Employees of the Dopaninane was the 
tgrowth cf n number of discussions during the p rst few years of the need 
[ an authorized spokesmon for the ray gen hae and technical groups. 
Phese discussions stressed the need for n roesgnized and representative 
dy of professicnnl workers who eS speak on matters affecting the wel- 
e@ of that group and who could cosperate ith administrative officials 
an effective way in promoting the efficiency of the personnel ‘and work 
the Department. These discussions resulted in tha formation of the organ- 
ation on April 8, 1929. A constitution with 10 articles nnd of less than 
00 words was adeptcd, and provides for a representative type of organiza-— 
Each Burezu of the Department is represented by tro members of the 
Boil; which is the governing body. The council msenbers are selected by 
active members of the organization in ench Bureau. The council elects 
officers, who carry on or appoint po ae ears to carry on the work of 
the organization. There are no dues. Funds are and will be provided by 
, asional assessments upon the members. At atc there are 2,981 members 
n the organization. 
The council of the organization has been more active than generally 
lized. In a quist but effective way it has supplied information concern-. 
3 the viewpoint of the professional group to interested individuals and 

; As bime goe s on, ee Scope of its activities will be increased by 


mond by Ete bes ith colleges fre a ats the force of professional 
S must continue to be recruited. 
¥ 


Joseph A. Becker, Secretary Treasurer, . 
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THEY MEAN BUSINESS! 


According to the Associated Press, a survey of the registration in 
American schools this fall showed a noticeable trend toward courses in 
business. More attention, too, is being paid to those courses which train 
ies swident for @ job. 


In a copyrighted article on this subject, Louis E. Van Norman tells 
us that in an endeavor to capitalize this trend several of the larger de- 
partment stores in Western cities are establishing boards that give help 
and advice to students who are planning to enter business. 


A rather surprising feature of this registration survey is that is 
shows that the "depression" has had no appreciable effect on the enrollment 
in the 144 schools checked in the survey. A mumber of schools, in fact, 
reported increased enrollments. The president of Creighton University. in 
Omaha, commentins on the increased enrollment at his school, attributes it 
to the fact that "competition in the business world is keen and the un-= 
skilled, uneducated man faces almost insurmountable obstacles". At the 
ety of Pennsylvania, by the way, nearly one third of the. students 
plan to work their way chroues school. 

---John A. Ferrall, 
Bureau of Plant Industry. 
----PBA---- 


WHAT DO YOU MEAN--S VSTEM? 

There is no need for a million dollar responsibility and a ten 
thousand dollar job in order to develop a good executive. Clerk or 
accountant, and even office boy, if he has the care of a desk and its 
contents, have just as good an opportunity to ground themselves in the 
principles of system and management as the high-salaried department head. 


System means simply the ability to get a thing done; to get it done 
thoroughly, and to get it done on time. It does not mean cards and blanks, 
red tape, etc.; it means doing the task nearest at hand; doing it in season; 
and doing it in full. If a man puts this trinity of -effortiantogeyvew, task 
that. comes up, day after day, year in and year cut, it matters not whether 
he makes out bills on a bookkeeper's stool or neseeceh orders at the direc— 
tor's table, system will develop in thought and act. Directors of great 
works are first masters of themselves, their desks, their every effort. 


The clerk who keeps an orderly desk uses much the same sort of ingen- 
uity and method used by the manager who keeps an orderly business....when 
a cierk handles a multiplicity of detail....when he Ome tee each task... 
when he checks up each day's work at night and satisfies himself that he 
has overlooked no promise and forgotten no task; when ne fakes these things 
an unchanging part of his day's routine, and does them with unfailing cer- 
tainty, he is training himself in the very basi ce principles of business 

rganization. 
-~--Condensed from System 
by John A. Ferrall. 
Bureau of Plant Industry 
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wo We Spend the Taxpayer's Mone: y 
id selrr' 


BY W.ae. JioD, 
Assistant Dircctor snd Budget Officer. 























I believe it is xppropriate for nme to redirect the attention of all 
bers of the Department te one of the basic principl.s on which the 
artment of agriculture operates.. This principlo is set forth in one 
the recent nnnun] reports of the Secretary of Agriculture as follows: 
ae basic policy of the Department is to insure value received to the 
payers for every dollar spon % for Foderal activities.” 

_ Members of the Department demonstrate thoir adherence to this 
policy by handling every expenditure of Government money not only as if 
it were their own, but with even greater a are, having in mind that they 
oo with the expenditure of funds which arc not their own. . 

: They appreciate that every doller of Government money - 
ment's they spend hnd first to be taken by the Government fron 
ie eo: farned the people, and that before thet dollar found itS ‘way’. 
[erivatc into the Treasury it hed to be ee by sone private 
itizens., ~ ‘ gitizen. Pollars looked upon in this way are expended 

Bh very differsntly from dollars which someone may imaging 
Oy in an apparently endless strean from 2 machine that just. grinds out 
propriations. | 


There is abundant evidence on every hand that ee personnel of the 
Departnent of 2 er pare eeai realize that we are trustecs end stowards in. 


aling public ¢ funds. The growth of the ee ee of the Departnent 
of agriculture fror the f irst $1,000 in 1839 to the $350,000,000 entrusted. 
to us for expenciture during the Imst fiscal yorr, shows aie Congress 


also recognizes that this Denartnert is made up of individuals who take 
their responsibilities seriously in the rey OT: expendi tures. 


meron the vory. beginning, anc vith especial @& oy 1asis, AAaeeuihe 
blishment of the national budget syston, this Dépertment hes been 


in the forerround in cooperating to the fullest ex- 





tent to improve the administration of Government busi- 
histration ness and at the sme tine to keep ‘expenditures to the 
onserve Gt very sinimua consistent with effective results. Thus 
itures even in normal times we hive a tradition to maintain :in 


this prospect. The present finrncial situation of the 
ment makes it ioperntive for 711 of us to act with even incrensed 
in mntters involving exnenditures. Tho wneud is far reaching and can 
t fully only by the conscientious cooperation of each individual in 
Devartnent. We enn 2nd the Government expects us to help by watching 
he greatest possible care cll exponditures which come under our 
Oneal notice. Every individusl, from the highest official to the most 
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recent member of the staff, is in 2 position ‘to influcnee the costs of 
Government work either up or down, relative to the purchase and use of 
supplies and equipment, cxyenses of trnvel, ete., ~s these ind similar 
items touch his individual nctivity. Savings mide in this way by faithful 
and conscientious public officials my seem inconsequentinl to the in?ti- 
Vidunl, but they are tremendous in the cggregate for the vhole Government 
sorvice; the public has a specinl right to expect this type of good msnage- 
ment on the part 2f cach one of us at the present time. 


Many mombers of the field staff have asked me to rmnke a brief gener- 
al statement on the business operations of the Department. Under this 
category we include matters of goneral administration 


General such as finance and accounts, purchasing, operation of 
Administration vehicles, travel expense, end so on. From our personal 
and Field contict with members of the Departnent in the field we 
Employees know thet some of the procedures lnid dom. from Washington 


often seem to the fic®i staff to be lacking in rerson 
or in understanding of the pricticnl difficulties of field operation. The 
Series of arrangements relating to the handling cf the gasoline tax in the 
different States may be typiesl--perhzps it is 2. littlc worse thin typical-= 
of the administrative problems to which I refer. This gas tax situeatrom 
is entirely beyond our control. It arises out of the very osscnee of the 
theory of the relntions botween the Federnl Government and the States. A 
erect denl of time has been and is still being spent on this problem here 
to try to rdjust our opernction to the requirements of the general govern— 
ment and. of the severnl Stntes. 


Thoughtful members of the field staff will appreciate that in many 
matters we nre under the necessity of adjusting the operating proccdures 
of the Department of Agriculture--ranging from exper- 


Must Conform imental cookery and wenther service for aviation to 

+9 Practices of the mianngement of the National Forests and the domestica— 
Entire tion of the ruskox and mountain sheep in Alaska--to fit 
Government the routine procedures of the government generally. 


They will also sppreciate that some placo along the 
line--eithcr in the annual budgst compilation, in the passage of accounts 
through the Conmptroller General's office, or elsewhere--all of the routine 
procedures must be fitted together to make 2 whole. 


A detcriled discussion of this subject might be extended for many 
pages, but two statements seem more irportant then cny further discussion 
of details: First, the overntion of the Department is predicated on the 

general business policy previously mentioned, namely, to 


Suggestions give the public full value received for every dollar 
from the Field expended; Second, with this prinary policy in mind, our 
Welcomed crim is to arrange matters of operation so 2s to give the 


utmost consideration ts the needs cnd practienl condi- 
tions of field work. If opernting instructions issued by the Department 
seem to be at varinnce with these rims, either we have acted under the con- 
pulsion of some legnul requirement or decision beyond the Devartnent's 
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‘ol for the moment, or else ° we have acted without full information 
derstanding of the situation with respect to its effect on field 
rations. In the latter case the remedy is to provide the Washington 
ffice with definite information and constructive suggestions of what 

em from your end to be better ways of accomplishing the main objective. 
formation and suggestions from members of the field staff respecting 

ters of business and fiscal operation are not only welcome, they are 

y much desired and are given every possible consideration in formulating 
e departméntal requirements, : 


--~~--PBA-~--- 
CIVIL SERVICE COMMISSION WANTS PROMPT REPORTS ON CERTIFICATES 


A representative of the Civil Service Commission comes to the Divi- 
on of Appointments once each week to check up on certificates in the 
Department. The Commission is trying to give prompt service to the de- 
partments in issuing certificates and actually it is expected that the 
certificates will be returned promptly. Reports on all certificates issued 
for filling vacancies in Washington, D. 0., should be made to the Commission 
within ten days from the date of the Department's receipt of the certifi- 
Cate. Reports on certificates issued for appointment in the field are 
required within twenty-one days. | 

_ When certificates are sent to field stations where selections are 
Made, the official in charge of the field station should be impressed with 
le necessity of taking prompt action. .If no appointment is made from 

8 certificate, the reasons for not doing so must be given. Written 
elinations should be obtained from Be not desiring appointment and 
returned with the certificate. Appointing officers should always be sure 
to give reasons for faili ng to appoint veterans. (See Yol. 1, No. 1 of 
SS Bulletin). ie 


ree EPA 
HERRIAGE IN MILEAGE BASIS AUTO TRAVEL 


A recent ruling of the Comptroller General, A-39102, imparts a 

lver lining to a cloud which has hitherto shed gloom on employees of 

he Department traveling by auto on the mileage basis. The question was 

f allowance to a Federal Farm Board official in his account of expenses 

Milceage-basis auto travel of ferriuge Cape Charleos-Norfolk-Portsmouth, 

~60 ee all. As to this the answer is negutive; but the decision goes on 

"When using a privately owned automobile upon 4 mileage basis 

Pieaployee is entitled to mileage for the entire distance traveled, if 
companied by his automobile, whether the automobile travels under its 
power or some other means." Applying the 7-cent rato to the ferry dis- 

@, 38 miles as worked out by the Army distance tables, the Comptroller 

weral accordingly allowed $2.66 for the Cape Charles-Portsmouth sector. 
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“Fur wretion 1S. of tse devs Des ortnest of Coitimerce. 


ae i t- Bite toe 3 w * 
vit ~ . Ral Ge 


’ % ‘ ee 4 es ke Be pein on ty ; ee By. Series He Davideore A 
ef sid Appointnont AR SHE cutie Bk of. Commerce 


By: an act ipproved Aaa ene ri 1903, ive a EPs pres te a Department 
of Commerce and Labor. The act or: Merah, 4, .1913,: changed the designation., of 
the Department of Commerce and Lhbor. to Department: of Commerce. and establish- 
od a Department of Labor. Until thé’ Department-of. Commerce. (and Labor) WAS 
organized in 1903, the Trensury Department wns the principnl agency..of the 
Government through which SAE Socks of the commercinl ond industrial life of 
the nétion was administored. _ 


on 





. Although tha epartment of Commerce is,..to: some extent, an administra- 
tive sgoncy, its: more important functions are promotive. In its purehy. Baers 
ministrative eapneity the department miintnins: the const. lights,. charts, the 
coastal waters, registers and inspects. vessels of the. merchant: moving. ond | 
aircraft eng.god in commorcinl occupations, enforces the..na wigation aws,.. 
“provides aids to n-vigrtion on commercial airwe ys, and inspects radio com- 
m nication : and’. broadcasting stations. As - service ngency it helps industry 
to Boel fy orocesses, to inerense output, and. to eliminate ree in produc- 
_tion and distribution; it carrics on.investieations and re- 
ietetrativs senrch to facilitate the production, trens coeeei ion aga 
ond Promotive sele of the vast quentities of goods produced by. the indus- 
Functions  ==——« tries; it assists the mining industry to eliminnte waste 
‘ae and safeguard lives; it conserves the fisheries; through 
the grant of prtents 4% encourages invention by protecting inventors in the 
oe cclusive right to their discoveries; it-supplies tradc information to Ameri- 
enn producers and exporters and ids: them in developing merkets for their 
goods « abrond; it cmimerates the: population «nd compiles statistics showing 
the condition and progress of the Nation's industries; it assists in the 
promotion and development of the country's repidly growing 2iP transporta- 
tion systom, poset Pere ae owed wet <A 
For the proper Beton aimont: of. all this work, the- Department: is com- 
Sed of twelve bureaus =s follows: Aeroncutics Branch, Radio Division, 
irecu: of Foreign and Domestic Commerce, Burernu xf the Census, Buresu of 
ndards, ‘Bureau of Fisheries, Burénu-.of Lighthouses, Const and Geodetic: 
Survey, Stermbont Inspection Service, BUT or of BGT senwE Cn Potent pate 
Burenu of Mines, : “ee 


AERONAUTICS Brann 

~The Aeronautics Brench is Stereed with the Hay ofecarrying outs oe 
sions of: the air commerce act of 1926 and amendments thereto. Theo Ae 
oO ides: comprehensively for the promotion And regulntion of civil aeronaut- 
“Among other things,-it includes the establishment and maintenance of 





civil airways and their equipmont with intcrmedinto landing ficld, beacon q 
lights, signal and radio.apparatus, and.other aids to air navigation, the es- 

tablishment of air traffic rules; the-inspection and licensing of 
Promotes aircraft, the examination and licensing of airmen, and the identi- 
Civil fication of aircraft; the collection and dissemination of infor- 
Aviation mation pertaining to air commerce and the state of the art, includ- 

ing data concerning the causes of accidents; the establishment of 
a suitable weather service on airways; the charting of airways, and the pub- 
lacey ion. of air maps; the promotion of air commerce, industry, and trade; the & 
conduct of scientific research and development. work tending to the improvement 
of facilities for air. navigation; the. examination and rating of civiltar 
schools giving instruction in flying; and the rating of airports as to suit- 
ability, and for the encouragement of the establishment and maintenance of 
air ports by municipalities. 


le 


| RADIO DIVISION - 


The Radio Division is charged with the duty of enforcing the acts of q 
Congress requiring the inspection of the radio equipment or foreign and United 
States vessels prior to their departure from ports in the United States, It ~ 
is charged with referring to the Federal Radio Commission all applications for 
radio station licenses; prescribing the qualifications of radio operators; 
conducting operator examinations and issuing operator licenses; inspecting 
all radio-transmitting apparatus; reporting to the Federal Radio Commission j 
all violations of the radio act, rules, regulations, or orders of the commis~= 
sion, or of the terms of any licanse; designating of call letters for all 
radio stations and publishing such call letters; enforcing the provisions of 
the International Radio Convention. ay 


FOREIGN AND DOMESTIC COMMERCE 


_ It is the duty of this Bureau "to report upon.domestice as well as foreign 
problems relating to production, distribution, and marketing in so far as 
they relate to the important export industries of the United States; to in- > | 
vestigate and report upon such conditions in the manufacturing industries and _ 
trade of foreign countries as may.be of interest to the United States; to pro- 

mote American trade with Europe, Central and South America, and 


Promotion the Far East; to operate and maintain district and cooperative 
of American offices within the United States; to enforce the China trade act 
Trade regarding the tax exemptions of American firms doing business in — 


China; to compile and publish. statistics on foreign trade; to . 4 
investigate trade restrictions and regulations of foreign countries in rela- 


tion to American commerce; and to prepare and circulate lists of available 
foreign agents for American firms." AE 


The organization of the Bureau includes commodity divisions which keep 
their respective industries in continuous touch with trade conditions here 
and abroad, and direct the work of field officers in investigations designed 
to develop new markets or to eliminate waste in distribution, Supplementing 
and aiding the work of the commodity branches, the Bureau maintains a region- 
al division, whose function it is to keep the commodity branches, and through’ 
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them the industries, generally informed concerning current economic commer- 
jal, and financial conditions in each foreign country, as an aid in deter- 
mining the availability of markets at narticular times and for particular pro- 
ft ducts. The organization of tho Bureau also includes 
scp Domestic seven technical divisions as follows: Commercial Laws; 
| Producers in Foreign Teriffs; Finance anc Investment; Statistical 
— Touch with | Rosearch; Statistics; Transportation; and Commercial 
oreign Conditions Intelligence, These divisions collect and disseminate 
Ps information and advice re neeere re conditions at home and 
abroad in their respuctive fiolds. 
high 
a The Bureau maintains local offices in 34 Amorican cities for the purpose 
pot giving 2id and advice to the busihoss interests in their respective com- 
a Munitics in connection with sales and export problons. The basic data con- 
cerning foreign mirkots ary collocted »y commercial attachcs and- trade com- 
mies oners stationed at the principal forésign cities. Thess officials report 
> to the Bureau at Washington on the cconomice and conumcrcial conditions in the 
Be etttice where they are stationsd, with special references to market oppor- 
mets; 


BUREAU OF. THE Ch CATS 


. The Bureau of the Consus trkes its name from its major duty - the de- 

“eennial cnumeration of the population. Theo Bureru takes the decennial cconsus 

)of the United States covering population, agriculture, irrigation, drainage, 

turers, mines and cc copackrg distribution, and uncmployment, and is 

A); continuously engaged in the compilation of other statistics covering a wide 

meeranco of subjects. ia pitle es rogarding the dependent, defective, and delin- 

4 quent classes in institutions; public dcbt, nnetional wealth 

a Grext Variety and taxition; religious bodics or churches; and transporta-= 

Por. peitistics tion by water are compiled cvery tenth year in the period 

- Coupiled intervening betwoon the decenninl censuses; and statistics 

of electric light and power plants, clectric reilways, telo- 

_ phones, and telegraphs every fifth yonr. A special census of agriculture is 

, taken in the fifth ycar following tno docennicl census; and - census of 

/ ma mnufacturers is tascu biennially. atistics of births, docths, marriages, 
and divorcees are compiled anmuially; aie finoncinl statistics of cities and 
States; and: statistics.of prisonors in State prisons ind reformatorios, snd 

_ of patients in hospitals for ment l disease and in institutions for epileptics 

_ and feeble-minded. At monthly intervrils stntistics are published relnting 

| > cotton supply, ‘consumption, rnd distribution; to cottonseed nnd its pro- 





Tho ees alge bohibeke anshly. or Ce etoelt he naeane line the aro adad ion 

or supply of miny other commodities. The Burcau compiles from virious 
sources current dot. regsrding production, ordeys, shipmunta, stocks, ote., 

pecretous ean of truay ond industry, togetner with such other aveilable 


i ncn ne a 





ia pa iI RNA ae IN RI SE A EY 


The Bureau of Standards establishes and maintains the national standards 
of .guantitative measurement--usuclly termed "weights nnd mensures.". The -- 
Durer is the custcdian’ of the country's officicl standards of measurement. 
When neecssary it constructs, tests, and calibrates new measures, and compares 
the measuring cpporra sas used in scientific investigations, and 


Standards in engine ering, mam. fae tunaeten and commerce, with the officia 
for Weights standards. The pe aa cuthorize the Burceu to conduct (seien— 


and Messures tific investigations of problems connected with the develop= 

ji ment ond cpplicntion cf standards, and to dotcermince the propere 
ties and characteristics of different mtcrials, such as the viscosity of lu- 
Mercoaving O1168; the melting point of metals; the conductivity or insulating 
miterials; the tensile strength of stecl; and the like. Generally speck 
ing, this work is linited to ocensiors when the deta are of urgent inmortanee 
to scientific or menufacturing interests and are not readily obtainableseise-= 
where. While therc is inveriably an irmedinte and practicrl objective, yet 
facts and principles are constantly Be eee of inmensc value 2s contribu- 
tions to the generel fund of scientific knowledges. 








Essentially, the Bureau of Standards is 2 scientific and technica aap 
oratory for service to the industries of the country and to the various de- 
prrtments of the Government. Specialized -scicntists traincd in physics, 
chemistry, ond engineering 2re at work on problems involving the quality of 
materials and the testing of the commoditics of commerce. In recent years 
Congress hns greatly added to the Burcau'’s duties, so thot now it is engaged 
in resenrch not only in connection with standar’s of weights end measures 

_ and the physical provertics of materials, but in conneécties 
Promotes ae clso with standeris of quelity, standards of practicowaad 


et 


cation of. Bas stand irds of performince. The greater port of the semen 


Saiennieie prin-: tific work is directed townrd the practical applicationsor 
ciples scientific principles, and might proporly be callcdttecne 

nical experimentation. There are laboratories! not yom 
for investigations in the phenomens of light, heat, clectricity, etc yumm 
aiso for tosting and exnorinenting with machinery nnd. .pptratus in accord= 
ance with the princinvles developed from the study of theso phenomena, and 
for testing all minnér of row and manufactured products. 








The Commercial Standards U 


ioe it serves ns ~ clesring hbuse through which 
minufacturer, distributor, and 
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mer groups ceopernte in furthering a 
rein for the elimination of wiste in gon 
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dustry through reduction in the number of 
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sotietewite preg 
Standards and _ meres and in 
the Hlimination sizes and types a manufactured products, and the abandon- 
of W: Wa ste ment of uscless varieties; cooperntes weak feder:.i, state, 
municipnrl, business, teehnical and professional groups in 


the sath ering and distribution of ee ution tending to oncouresge, chenpéen 
and itmrove Sherrie and housing; covers investigntions for use in fre 
ing locsl building and plumbing codes and studies probloezs cranes with 
eed plinning end zoning; promotes and facilitates the uss of notionally 
recognized specification; cooperates with industrial and commen groups 
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e Selection and astoblishtent of nationally recognized specifications 


“a standards. for: manufactured products, etc. 





BURBAU OF LISHERTIES 





he work of: the, Bureau of Fisheries in Penias (1). the propagatién and 
aging of useful, food fishes and shellfish and their distribution to suit- 
pters; (2) the inquiry: ne the ee uses ne fluctuatior 1s in abundance of 
fishes in the Inkes, -rive ané coast waters of the United States, the 
r lopment. of methods ‘of nipeacdtte thess resources, including inprovenents 
ethods of fish culture and the investigction of the fishing he) of 
Atlantic, Gulf, 1nd Pacific cogsts, with the vier of determining their 
od resources and the development of the corrwrceinl fisheries; (3) “the study. 
if the : methods of the fisheries and of the preservation, utilizetion, and 

ir chandizing of fisheries products, and the collection and compiletion ra 
tistics of the fisher jes; (4) the say oto ne of the selmon fisherie 


i aske, the fur-seal herd on the Pribilof isl ds, and the care of the 
U3 ve inhabitants of those islands; (3) rdriinis edi as of the law for the 
oot of sponges off the const of Florida. / 


om ne tee 


THE BUREAU OF LIGHTHOUSI 


_ The Lighthouse Services is charged with the establishnent, mnintennnce, 
: operation of lighthouses, lightships, buoys, fog-signaling stations, and 
har or lights on the coast of the United States. The first lighthouse in 

was erected in 1716 on an island ‘in Boston-Herbor. One of the 
Gyacts of Congress, adopted in 1789, provided for the maintenance of 
ibhouses. With the development of cormerce the Lighthouse Service has 
i Steadily grown until to-day its lights and other aids to 
Navigation navigation xre found on all the coasts under American juris- 
ination diction--including the shores of ite dacs lakes and rivers-- 
i except in the Philippines and Panama, where aids to naviga-— 
on are in the charge of the local.governnents. The service now maintains 
So, 000 aids to nevigetion of various kinds. 


An airways division nae been set up in the Lighthouss Service, as a 

of the Aeronautics Pranch of the departnent, functioning under the super- 
ion of the Assistant Secretnry of Cormerce for Aeronautics. The work of 
Givision covers the examination of airways and intermediate landing 

lds and the erection ani miintornance of aids to eir navigation. -Approxi- 
uo, 000 miles of civil airvays nov’ lighted with approsipaiale 350 
ae landing fields, 1725 electric revolving searchlight beacons of 
000 cardlepower and over 600 acetylene route beecons. There are also 

8 radio stations in operntion on these airways for the exchange of 


t 


ig infornstion and safety of air navigation. 
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THE COAST AND GRODETIC SUR 





e Coast and Geodetic Survey is charged with the eee of the coasts 
stal waters of the United States and its outlying territories and 
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possessions; the extension of triangulation, leveling and gravity surveys 
over the entire area of the United States and its outlying areas; the deter- 
mination of tidal datum planes; the prediction of tides and currents; and 

the operation of magnetic and seismological observatories and the extension 
or a vragnetic survey over the United States and its outlying areas. 


The work of the survey embraces fundamental scientific inquiries of great 
importance. It must determine and record with accuracy the nature and form of 
the seacoasts; the depths of the waters contiguous to the coasts; the charac- 
ter of the sea bottom; the location, form, and nature of reefs, shoals, and 

Suce natural deneeee to navigation; the time and extent of 








Production of the ebb and flow of tides; the direction and strength of 
Accurate Nauti- currents; the amount and rate of change in the divergence of 
cal Charts the compass needle from the true north at different places; 


and the true relative locations of points on the earth's sur= 
face; that is, their latitude and longitude and the directionsone from anoth- 
er. All these data are requisite to the construction of accurate and complete 
nautical charts, the publication of sailing directions and other information 
required in navigation, and for engineering purposes. 

Geodesy, as a science, h its object the determination of the size 

and shape of the earth. It is: ed letermine the true relative..loca- 
tions of points on the earth's surface; He is; 
and the directions between them. The principcl geodetic operations are trian- 
gulation, traverse, leveling, and pe ea: n and gravity observations. A 
QFerinct activity or the survey consists of making 2 complete magnetic survey 

of the United States and adjacent waters--that is, of deter-= 
Megnetic Sur- mining for all parts of the country the three magnetic ele= 


their latitude and longitude 


Jee) 





wey7or the ments; Declination, inclination, and horizontal intensity: 
United States Not only do these elements vary with chnnges of geographical 


position, but they chrnge from week to week and from dry to 
dey, in the snme position, so that the work of miking mignetic observations 
must be continuously prosecuted at as many points 2s ornctienble. The prime 
object of this xetivity is to supply to lend surveyors and to nnivigntors, for 
any dite and any plecs within the limits of the survey, the vrilue of the mg- 
netic declinntion or varintion of compass; tht is, the amount by which the 
compass needle points enst or west of truce north. 
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QAT INSPECTION SERVICE 
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The function of the Stenmbort Inspection Service is to inspect the ves-— 
Sels of the Americrun merchant mirine and to oxemine and license their officers 
and crews. The jurisdiction of the service extends +0 “11 stesm vessels navi- 
gating Amcrican witers, foreign stenm vessels which omburk passengers at Ameri- 
can ports, motor yossats of over 15 gross tons carrying freight or passengers 


for hire, sailing vessels of over 700 tons carrying pessengors, and certain 
types of barges. 


The blue prints or éerawings of water tube and coil boilers usod in ves- 
ac Sit ae : “ ‘ . 1 
sels of the American merehant marine are passed upon by the board of supervis-- 
ing inspectors, while designs of marine boilers of othor types are passed upon 
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he local inspectors having original-jurisdiction. All mnterial subject 
ensile strnin used in the construction. of mirine boilers is required to 
ested ae an inspector of the Steamboat: Inspecti on Service, $0 thet not 
mL: : only is the material but: the design of a boiler under the 
closest scrutiny. The inspectors of hulls look after the oe 
1  omination of the hulls-of vessels and of life-saving equip- 
Miitics. ment such as life preservers, lifcbonts, lifo rafts, davits, 
ected etc., and once at least in onch yenr vessels of the American 
merchant marine are ruguired by law to be inspected by the 


ss than thres times Daas the year hes addition to the regular annual in- 
section. The local inspectors are the officers who examine “pplicants for 
_dicenses for. tne deck department ond enginsor department of merchant ships. 
eee exominations are conducted freguently, and at such times as to be most 
peonvenient to the applicants ‘for licensss; and 1s the result of this close 
Be ohervision ovor the licensing of officers, a’ very high standard is maintained. 
_ The steamboat Inspection Service nalso is Peoueren by law to certify the able 
‘ seamen who form the crew of morchrnt vessels, cnd the inspectors of the ser- 
. vice, together with other Government officers, especially detniled for thet 

q BPurpose, also to certify the lifeboat mon. lot the least important of the 
work ef the lacal inspectors is the investigation of violations of the heer 
—bont inspection laws. In such instaness the boards of locel inspectors hav 

- Quasi judicial suthority, and these bonrds have conferred upon them the 

_ authority and the right to suspend or revoke the licenses of officers who 

» Have been found guilty of violating these laws, negligence, inattention to 
ty, etc. The traveling inspectors of the service, in addition to follow- 

@ up vessel insyections mide by locol inspectors, conduct stability tests 
Pthe l>rger class of passenger and ferry vessels. 


BUREAU OF NAVIGATION 


¥G The Bureau of Nevigction is generslly responsible for the enforcement 
/of the laws and rogulations applying to the American merchant murine nnd to 
erican merchant seamen. These cover principally the registry, enrollment, 
licensing of American vessels; the ndmeansuremcnt of vessels to deter- 
mine the basis for the assessment of tonnnge taxes, ond other Federal, State, 
and Municipal charges; the assessment and collection of tonnage pees the 
ntry and clearance of vessels at American ports; and the recording of deeds, 
Bee enees, bills of snle, and other instruments affecting the ownership of 


ee 


eutrality so pe as or relate e to pe teniee averse in weve atonmenes of 

sels fitted out for cist bneeg purposes or in the trensportation by water of 
its or munitions. 1% administers the coastwise laws, rescrving to Amcri- 
Hh vesscols the trensportation of cargocs end passengers in the domestic com 
merece of the United States. It superintends the enforcoment of the regulnitions 
erning the passage of vessels through the improved waters of St. Marys River 
necting Lake Superior and Lake Huron); the regulations for the patrol of 
vded waters during the rognttas and marine peradcs; the gonercl pilot laws; 
lows preventing the ovércrowding of passenger vessels; the steomboa 
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inspection laws covering manning, equipment, and noivigntion; and the laws : 
and regulations Boverning the shipment ond discharge of senanien, their wages, a 
scales and provisions, and quarters, and ths settlement of their grievances 
against owners and masters. Tho shipping commissioners, under the direction 9% 
at the Commissioner of Navigation, supervise the miking and fulfillment of @ 
contracts betwecn senmen ard misters or owners of merchnnt ships, and enforce — 
the laws governing the shipment, pryment, and dischnrge of seamen.- ae 






THE PATENT OFFICE 
The Constitution empowers Congress "to promote the progress of science 
aud of the useful arts, by securing for limited times to * * * inventors the 
cxclusive right to their * * * discoveries." The primary function of the 
Patent Office is to issue letters patent sécuring this right to inventors. 
it hes the additionnl duty of registering trade-marks, prints, and labels 
used in interstate ond foreign commerce. 


Sixty-thres technical divisions of the Patent Office are devoted t6 the 
examinations of applications for patents for inventions. -In-addition, one 
handles applieations for design patents while «nother. passes upon applica- 
tions for the registration of trado-norks, prints, and Inbsls. A special 
technicnl division is mainteined to supervise the classification of patents | 
and to revise the classificention ns my be required by advances in the various 7 
artis. fa ; : F 


A patent grant gives the inventor the right to exclude all others from © 4 
making, using, or selling his invention for 2 term of 17 years. The invention = 
must be completely disclosed in the application, which consists of a drawing; 
in case the invention is susceptible of illustretion, and a specification 
fully describing the nature and the oneration of the invention, and concludes 
with "claims", setting forth the exact fenturcs or points which the inventor 
believes himself entitled to have protected by a putent. Proccedings upon 

applications for the registretion of trade-marks, prints, and]: 
Patents and I1nbels are entirely separate from proceedings in patent enses, 
Trade-Marks being goyerned by . special. cove of laws’ and regulations. The 

work is hrendled by the division of trade-marks, which reesives 

and acts upon oill such applications. ; a 


It is the province of the Bureru of Mines to study the methods of pro- 
ducing, trenting, nnd utilizing ores, mincrcl oils, gases, and other mineral 
substances. The purpose is to reéice or prevent wiste in the mining, quarry- 
ing, metallurgicsl, and other mincral industries, to conserve the country's 
Minernl resources, and to safeguard the herlth and lives of miners, The bi- 
reau is specially charged to study the ccuses of mine accidents and the means 
_ Of preventing them; to conduct researches in the use of coal) 011) andiepiew 
fuels; and to make economic studies of the verious mincrsl industries. . Tn=) 
vestigation of the cause and prevention of mine ocecidents includes reséarch © 
On explosives and tests of mechanienl equipment used in mines and quarriés, ~ 
while economic studies include compilation of statistics on the production - 
and consumption of minerals. 
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FEDERAL EMPLOYMENT STABILIZATION BOARD 


It is the duty of this Board to provide for the advance planning. and . 

put regulated construction of public works, for the stabilization of industry,. and 
f for aiding in the prevention of unemployment during periods of business de~ 

) Pression. The Board advises the President from time to time as to the trend 
Lot employment; business activity; the existence or approach of periods of 
business depression and unemployment in the United States or in any substan- 

~ tial portion thereof. It cooperates with construction agencies in formulating 
methods of advance planning; makes progreasreports; and collects information 
oncerning advance construction plans and estimates by states, municipalities 
and other public and private agencies which may indicate the probable volume 
" of construction within the United States, or which may aid the construction 

1 agencies in formulating their advance plans. 

i 


& 


Air Transportation Charges allowed. 


. By: B. Connor, Business Mgr. 
Plant Quarantine and Control Administration 


i As was. pointed out in the October issue of this publication, the 
_ Comptroller General has ruled that air transportation in exeess of rail- 
road and Pullman charges can be allowed when required "for the purpose 


of saving life or averting disaster," but not for the "mere expediting 


of Government business." 
4 I think Department employees will be interested to know that the 

_ Comptroller General recently allowed excess charges for air transporta- 
aN tion for several employees of the Department, an action 
Comptroller's that will actually permit certain important investiga- 
Decision Aids tional work to be completed a year sooner than otherwise 
_ Research would have been the case. Moreover, the results of 

— these investigations will be applied earlier and more 
effectively to plant mater ese activities. 


The circumstances of the case are rather peculiar. The Plant 
Quarantine and Control Administration has been carrying on important 
Mediterranean fruit fly studies in the West Indies. It became neces- 
sary for Max Kisliuk, Jr. and C. E. Cooley to leave the islands about 
the first of November for Brazil to continue their investigations. ‘Let 


We: 


the Department's report to the Comptroller General carry the hae Ss forward: 


i . "Every effort has been made to secure steamship 
‘_ accommodations for these two men to travel directly from 
Trinidad to Rio de Janeiro, but it develops that 
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this is impossible, and the only way they can reach 

their destination by steamship is to return to New 

York and then’ také-’a..ship. from thexe..to Rio de Janeiro. 
Boat Sched- The trip from Trinidad to Rio de Janeiro can be made 
uled Entire- by airplane in four days, whereas it would take twenty 
ly'Too Slow. six days longer’to return to New York and then proceed | 

~ ~~ to Rio de Janeiro by steamship, and this allows only 

3 or 4 hours in New York City. In the event’ that the* 

- steamship from Trinidad to Ncw York should ve 3 or 4 
hours late, it would then be necessary to wait for’ 
another boat sailing from New York to BLOG ‘de Ja mei ro, ti 
resulting | in more time | lost. ; 

i i "The necessity for he ‘sto in this case is “to get the ie 
proper range of host fruits and vegete ‘bles. ina sus- ‘ 
ceptible stage of maturity, and if these employees = 
are forced to make the trip by stcamship via New Yori 
it is evident that tho investigations in Bragilewiid 
have to be held up for anoth + year in order that 
they may reach thrt country st the season when host 
fruits-arein- ithe. “proper stage, of: maturity. to.-make 
the investigations. ‘worth while. This, of course; “will 
mean that any modification of the existing reget ame 
which prohibit. or restrict the importation of host 
fruits and vegetables from Brazil mist be held in 
abeyance for moré thin a’ year, and ‘under the circum- 
stances the Department feels justified in authorizing 
Messrs. Kisliuk and Cooley to make the trip by ‘airplane, © 

¥ evén. though. such means of travel will incre 2a8e the cost 
| by some..$350.00. ° 
"In view of paragrn ph ae “pn ae. 5: BGP the. Standardized - 
Government Travel Regulations and the unusucl conditions 
involved, the Department feels thnt the use of the air= 7 
plane is entirely justifiable. However, in view of your ° 
recent decision.of Octob:r 1, 1931 (A-38284) , your deci- 

‘sion is requested as .to whether or not the’ facts in tows 
case justify the use of the Airplane’ rather then the-. it 
sae Te eT ie is 


This case was handled with commendrble speed. ‘On October 27, ‘nee ; 
Solicitor was requested to obtrin'2 decision in the mitter before ‘Novembemn 
1; on October 29, the submission wos mide to the Comptroller General by 
Acting Secretary Dunlap, and on October 30 the Comptroller Goneral rendered 
his decision, saying "The conditions cited in your submission would appear — 
to constitute an emergency as rould justify the. use of ‘Airplane transpor-" ; 
tation", (See A-39309). re iz 


Messrs, Kisliuk and ‘Cooley 4 were ‘eabled on October ‘BO’ to procecd to. 
Rio de Janeiro by airplane on November 1. They were not only thus enabled 
to carry forward an important research project: Dut pit suspect, they brought 
about a speed record ere the handling oF government business, 
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eas xt VS. Frivate Automodiles 
ror Official Travel 


TVs ae ete Thompson, in charge, 
Business Administration, Bureau of Biological AEE 



















th. peeoeeary. has the automobile become in keeping pace with progress 
that almost without exception every field unit of any size is dependent | 
upon the use of some sort of motor-propelled vehicle in carrying on its 


Oe iritios. In the Burvau of Biological Survey, officinl trovel performed 


_ by Government-owned and privately-owned automobiles exceeded 1,500,000 
' miles during the calendar yerr 19320. 


A comparison of records maintained by the Biological Survey on the 
_ cost of operating Government-owned and privately-orned cars hes disclosed 
_ some interesting facts; these have led to the establishment of the policy 
as in this Burew of furnishing -s rapidly as possible 

_ Records Favor Governnent-owned cars for 211 field units where the 
Government - mileage is sufficient to justify such action. Figures 
a. Cars - on the operation of 18 Governnent nutomobiles during 
the lifo of the.cars, in 15 different States in all. 
“sections, including costs during the full poriod of operation, and allow- 
Bins for devreciation, are as follows: 


a. : Thane : Total operating 
_ Number of ; Pe) ret hOtaL ; costs, including ; Average cost 
automobiles : Make : mileage .-: depreciation. : per mile 
as 28 : A oe tLe .& 3,119.67 : $0,0592 

5 ; B Se LOS OAD dt 11,842.69 : 00,0538 
ee 1) : C Thee, OLY es. 13,293.66 $ ‘0.0480 


Performed by privately-owned automobiles at the allo:able rate of 

seven cents a mile, the mileage shown «above would hnve cost as follows: 

Bs A's, $5,683.75; 5 B's, $15,396.01; 11 Cts, $19,363.53. The saving to 

_ the Bureau, Gherefore, from the use of Sere 18 Government~ovwned cars for 

_ the mileage covered amounted to $10, 187.07, or in nverage for each of the 
A's of $282.04; for each B, $710.66; and for ench C, $551.78. For ench B 

and C the saving amounted to approximately the cost of 4 new car. 


a In comparing casts of operation of privately-ovned cars with those 
owned by the Government, severnl factors must be taken into consideration 


of Government- ricants free from Stete tax, and frequently far below 
owned Cars retail prices; it obtains discounts on repair parts for 
certnin makes of cars; it obtains its tires, tubes, and 
ther accessories at approximately half the retail prices; and in many 


a to account for the difference in favor of the Government- 
Advantages owned cars. The Government obtnins its gasoline and lub- 
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instances it obtnins the car itself at a purchase price considerably below 
that paid by the public for o similnr car. ‘ 


These savings account for some of ‘the differences in operating costs © 
and therefore nre a strong argunont in themselves for the use of Governne 
owned cars for officiel travel. They do not, horever, make up the entire 
difference shown in the above compirison. danas from tase savings there a 
is still ground for argument in frvor of the Governnent-orned car, becnuse 
the cost to the Government is on an nctunl-expense basis, whereas in the | 
ease of privately-owned automobiles the milenrge reiebGrammeet rate must 
made high enough, in fairness to the employee, ‘to protect him again ‘ 


----PBA=--= 
TEMPORARY APPOINTMENTS 


A, temporary apnointment should only be proposed when the work is Wie 
strictly of a terpornry character and of short duration. If the work fs) 
permanent in nature, the initial steps should be to make s permanent ap- 
yointment. 


Requests for the certification of eligibles for temporary eppoint— | 
ment must state the definite length of sorvice contempl*ted. Requests 
should indicate the varticular office in which the temporary employee is 
to be placed. They should 1lso include a statcment to the effect that — 
the tempornry position will not develop into - permanent position, The 
necessity for making a temporary cappointncnitsmust be cldarly indicatcdiame 
Requests for authority to extend a temporary appointment should be sub- 
mitted at least two weeks prior to the expiratidn date of the original - Bi 
appointment and must furnish inforriation 2s to the necessity for the ex- 
tension and a definite date as to when the work will be completed. If mi. 
this information is not supplied action will be withheld upon the request. : 
for extension until it is recéived. a 


The above has refererce to all tomporsry sppointnezts for job work — 
under Section 4, Rule VIII, and applics to positions under the Civil my 
Service District system as well .s positions filled urder suthority opal 
tained from the Commission in Washington, D. o. ~ en 


Except as noted belov, «11 extensions of temmor-ry appointments of 
employees in Washington aie in the field must be spproved in advances by 9 
the Civil Service Cormission in Weshington, D. C., hones it is important ee 
thet steps be taken rt lenst two weeks im advenee to obtrin action by the © 
Commission. The Civil Service District Men-gers ean outhorize extensions 
of eppointments made under the district system up to but not boyond thr 
months total service. ; 3 
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RECENT. ADDITIONS. TO Sei LITERS ATURE | 


. In surveying the field of business litecatace for ‘the. recent addi- 

dons we find one of the outstanding contributions in the Handbook Ohi 
Business Administration written by a collaboration of 129 specialists and 
published by the American Management Association. All phases of managerial 
cD: roblems are discussed by experts in their own fields and many valuable 
ideas are thus made available to administrators. 






















' --—-PBA~—-~ 


7 The Enlargement of Personality, written by J. i. Denison offers a 
solution through psychological methods of the problem of getting the most 
productive work out of an individual by aiding him to develop and.enlarge 
his own personality. By this enlargement the organization as a whole 
will benefit in proportion. 


— oa eee 


a A very interesting book entitled Porscoven Problenis by Baridon and 
Loomis of the Western Electric Company sets out specific treatment for the 
various problems that are confronting personnel workers daily. Such pro- 
blems as hiring, wage levels, training, employees relations and payment 
for absences are all covered in a most practical manner. In particular 
the chapter on payment for abs-nces offers interesting data ona pees 

in which most managers: are vitally interested. 

fr 
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=---PBA---- 


D The fundamental principles of good organization are carefully dis- 
cussed by Henry P. Dutton in his new book, Principles of Orcanization. 
Herein he deals with ‘cooperation, organized thought, measurement, stan- 
‘dardization, training and discipline. Further he shows how the organiza- 
tion should be ‘so ‘constructed that it can carry out the most efficient 

ve rogram in its outside relations. 

~ resets A cee inn te 

o Other books of interest are Moden Civilization on Trial by Cc. D. 
Burns and Public Speaking for Executives by Charles W. Mears. 


---+PBA--~- 


Bo tin increasing numbers thoughtful people are continuing their educa- 
ti 1 into adult life. Such people have come to realize that what they 
t from school, even if the instructional Sopcast was carried through 


tion and Got a completed education. They now ie that real educa~ 
is not what somebody gives us but what we get for ourselves, and to be 
while must be kept alive and fresh by being continually reinforced." 


---George F. Bowerman, 
Chief eae age 
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If the concern where you are employed is all wrong, and the Old Man 
a curmudgeon, it may be well for you to go to the Old Man and confidential- 
ly, quietly and kindly tell him that he is a curmudgeon. Explain to him 
thet his policy is absurd and preposterous. Then show him how to reform 
his ways, and you might offer to take charge of the concern and cleanse it 
of all its secret fa wi1ts. 


Do this, or if for any reason you should prefer not, then take your 
choice of these: Get out, or get in line! You have got to do one or the 
other--now make your choice. 


If you work for e man, in heaven's name, work for hin! 


If he pays you wages thnt supply your bread and butter, work for 
him, speak well of him, think well of him, stand by him and stand by the 
eeeion he represents. 


T think if I worked for 2 man, I would work for him. I would mou 
work for him part of the time and then the rest of the time work against 
him. I would give him undivided service or none. 


If put to the pinch, an ounce of loyalty is worth a pound of 
cleverness, , 


If you must vilify, condemn and eternally disparage, why, resign 
your position, and when you are outside, damn to your heart's content. 
But I pray you, as long as you are part of an institution, do not con—- 
demn it. Not thit you will injure the institution--not that-—-but 
when you disprrage the concern of which you are a part, you disparage 
yourself. 


--Elbert Hubbard in the Cosmopolitan. 
Contributed by J. 8. Cohran, 
Chief Clerk, Bureau of Animal Industry. 





= ERA 
CUTTING CLERICAL ERRORS 


In the factory, any errors beyond a low minimum are considered 
avoidable and are immediately investigated. Inclerical work, errors, 
particularly typing, are accepted as part of the routine. Checking of 
correspondence, as carried on todey in most offices, is an expensive and 
Slow process. Furthermore, it is likely to damage the morele of the em- 
ployees through arousing antagonisms. The present checking methods are 
unnecessary. There is no reason why employees capable of performing their 
duties cannot check their own work and turn it out ready for final inspec- 
. tion, Assigning responsibility to individual workers in this fashion will 
increase their satisfaction with their duties and thereby improve their 
efficiency. 


---From: "Manngement Review" 












- TELEPHONE 
_ TNDEX 


By spinning the knob on 
the side of the device 


; Te the course of the red line as it 
moves across the page, a great deal 
of time can be saved in the locating 
of desired telephone mumbers. This 
game device can be used for similar 


purposes. 
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PAPER This fastener for bind- 

FASTENER ing paper operates semi- 
automatically; a small, 

finger tip release facilitates open- 

ing without damage to the nails, 

and adds strength to the ends of 

the prongs. 





pictured below and follow- 


New and Useful Devices 


STORAGE 
FILES 


This new sliding drawer 
storage file is of corru=- 
gated board. The files 
can be stacked on top of one another 
to a height of 72 inches and work 
under a heavy load. 





begat oa Onde wes 
MORE This type of storage file 
STORAGH allows old files to be kept 
FILES permanently in a compact, 


Clean manner. It comes in 
various sizes to fit practically any 
tgepe of filing system. 





eeeee seasen (esemrecrees 
EVERGRIP A four way spreader 
MUCILAGE made of live rubber al- 


lows this micilage to 
be spread over any sized or shaped 
surface with ease. 
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